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1 August 1958 
MFMORANDUM FOR THE RECORD: 


SUBJECT: List of Historical Record's in CIA's Office of the Comptroller, 
1953-56, as Shown by Records Inventory 


1. BR) assistant chief of Records Management Staff, 
said that the schedules for the Office of the Comptroller, were prepared 
under the supervision of 
7 in the Office of the Comptroller. She prepared the 
schedule for her immediate office and combined the schedules for the 
other offices under the Comptroller, Unfortunately, some of the 
offices did not follow the dir&ctions and did not give the linear 
feet in the fkkex different items, 

2. Fs said thot was very sensitive and 25X1A 
protective regarding the files and that we should not indicate that we 
had seen the schedules, Permission to consulix the records should be 
obtained from her superior, Mr. Saunders, the Comptroller. 

3. The records inventory for the Office of the Comptroller is 
made up of seven different schedules each with its own serial numbers, 

These are: Comptroller, NSC, Fiscal Dyvision, Site Audit, Budget 
Division and Procedures, Finance Division, and Machine Records 

im Reference fy 
Division as shown in the attached listing: 

4, BR soffice has prepared a summary of the permanent 
files of the Office of the Comptroller and a thermafax copy of this 
at Radavencer zB 
summary is attached, 

5. An examination of inventory showed that the temporary items 
listed in the attached list would probably have historical value 


and we might recommend their retention. These ave shat 


im Refers & 
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Schedule Number 
31-57 

31.01-57 
31.02-57 
31,03-57 
31.05-57 
31.05=57 
31.06-57 


R efsy eu CX 


A 


Office of the Comptroller 
as of November 1956) 


Unit 
Comptroller 
NSC 
Fiseal Division 
Site Audit 
Budget Division 
Finance Division 


Machine Records Div. 


Items Classification Date 


1-36 Conf. 
1-8 Conf 
1-93 Conf, 
1-7 Conf. 
1-26 Conf. 
1-108 Sécret 
66-127 | 
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14 Nov.1956 
14 Nov.1956 
28 Oct.195§ 
28 Jul.195§ 
21 Nov. 1955 
13 July 1954 
19 Nov. 1953 


Item No. 


5 
4 


Aw2) 


app 


tae mates Res bey Agreevents 
orking s and xelmbursement Agreements between various 


oie 
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Perwanent Files 
of the 


Office of the. Comptroller . gt 
Ag tisted By Beords. Maus ge out Stachel 
Comptroller 


—_ 
=— 
BE 


Reference Material 

e consists o eency Regulations, Notices, Handbooks, Manuaia, 
Instructions, and other reference material published ty the Agency. 
Filed by type of document and numerically thereunder. Place {in 
rescinded file when superseded. (October 1946-Decenber 1955) 


Office Corresponderice File 

cy an rocedur+ correspondence file consisting ¢F letters, 
memoranda, staff studies, and other files which dccurest the 
activities performed by the Office of the Comptroller itn accordance 
with the mission assigned in R 1-140. Filed by organizetional 
component or by subject and chronologically thereunder; start 
a new file every fieca) year. (October 1946-December 1955) 


Organization and Cperations Planni Records 
Fits consists of doc:ments that siete £o the establishment of and 


changes in Office of the Comptroller organization, functions, and 


relationships, such as. organization end function charts, mimtes pe eae 


of meetings, staft studies, changes in operating arenes pro- 
cedures, production methods, and inapection. Leports. led by 
subject and chronologically thereunder} start a new Pile every 
year. (1947-1955) 


Government Deparmenta and CIA. Filed by fiscal year, alphabetically 
by name of Department or Agency, and chronologically thereunder; 
— anew file every fiscal year. (1 July 1953 to 31 December. 

cc 

y) 


Pro ject. Review Co mnt: 


ttee Actions 

vic ro ect Action and reflects background. 
of project and final approval jaed for budget contrcl purposes. 
Filed by Fiscal. Year and numerically thereunder. (Fiscal Years 
1951-1956) 


Financ ial Reports . 
FIle consists of reports prepared by Fiscal and Finance Divisions, 
Program Analysis Staff, Audit Staff,-.and Field Stations. Used for 


reference and/or information purposes. Filed by fiscal year, by 
type of report, and chronologically thereunder. 

4. Unvouchered Funds Monthly Report (FY 1956) (Top Secret) 

b. Central Intelligence Agency Annual Financial Statement (1954) 


c. Central Intelligence Agency Quarterly Financial Statement 
(1954-1955) 


ad. Central Intelligence Agency annual yiGane teh Report (1954) 
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Uroied peal EE 
e. Financial Condition of Subsidy and Proprietary Projects 
(1954-1955) 
f. Evaluation of 2 Stations. (1955) 
g- Report on Status of Appropriations (FY 1954-1956) 
h. Expenditures by Fiscal Years (1955) 


apd Statistical information for Director | 


~1996) 


Personnel Reporta nies Only} 
@ consists of coples of personnel statistical reporte that are 


used for budget formulation and execution. Filed by fiscal year, 
by type of report, and chronologically thereunder. (Fiscal Year 
1953-1956) 


Records Diaposition Files 
Yncludes descriptive inventories, disposal authorizations, achedules 


for the retirement of records, and correspondence or memoranda 
relating to revisions. (1953-1955) 


1. Montily..Zinancial, 
‘and DD/S (FY 19 
peaeneecncare ecb ON CEN teeta PEER Rigs TR EM 


War Planning kecorda 
@ conelets of copies of correspondence -and related date, a portion 
of which reflects Agency policy for War Planning. Yaed for reference 
purposes and for possible use in preparing 4 budget. Filed chrono- 
logically. (1952-1955) 


Budget Preparation and Presentation Records 

a. ational. Froerams « e reflects by Area Division and future 
program activities that are to te carried out by operating 
offices. Operational programs reflect the Agency policy and 
plana upon which the budget for ensuing year is prepared, Filed 
by Fiecal Year and by Area Division thereunder. (Fiscal Years 
1953-1956) 


b. Correspondence. File reflects Agency policy and procedures 
governing budget administration and includes data prepared 
for Bureau of the Budget and Congressional Hearings. Filed 
by Fiscal Year and by subject thereunder. (Fiscal Years 
1947-1957) 


'Q. Budget Estimates. File copies of budget estimates comprising 


appropriation language sheets, narrative statements and re- 
lated schedules and data. Filed chronologically.. (Fiscal 
Years 1947-195%) oa 


a. Persgnnel..Graphs, Allotment and Obligation Graphs, and Expendi--.  - 
ture...Graphs.... These files protray trends that ere not evident - 
4n the Finance and Fiscal Division on monthly reports. Filed. 
by type of graph and chronologically thereunder. (Fiscal 
Years 1947-1956) 


Special Project Files : 
Fits oats oY project budget, copies of operational reports, 


correspondence, and related dat# on special projects. Used in 


stay 


f 
ra Hoe é : 
' mliceha OUR oa WD 
CONFER TAN 


io 
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. prograw analysis of. Agency activities...Filed by sg Ore end chrono-....... 
1 


Financial Reports, Outgoi et Wd et 
_, Work papérs used tr Sreparing monthly, quarterly, and ennual — Lf! 


. File copies of budget estimates comprising appropriation ‘language. : 


: chronologically. (Fiscal Years 1952-1956) 


3) 
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allocating money to projects and as reference material when 
reviewing Area Programe. Filed alphabetically by project name 
and chronologically thereunder. (1952-1955) 


Technical Accounting Staff 


Staff Correspondence File , 
Policy and procedure correspondence file consisting of letters, 7 ff 
Gong 


memoranda, ataff studies, and other filea which document the 
administration and operation of the Technical Accounting Staff. 
Filed by subject ard chronologically thereunder; start a new 
file every two years. ns 1956) 


Project Case Files ., 
e includes project administrative plans, accounting syatens, ; J2fT 
' 


correspondence relative to the installation of accounting systems, 
comments and concurrences and related working papers that reflect 

the financial reporting requirermenta for projects. Filed alphabetically 
by nawe of project. Place in inactive file upon termination of 

project. (1953-1956) 


Program Analysis Staff 


Staff Correspondence File : 
Correspondence files of Agency policy and procedure governing the — > de 


953-1955) 


logically thereunder; start a new file every year. 


Project and Special Analyses Files : ; 
e consiste of correspondence, copies of reports and other a fer 
related data accumulated during course of analyzing projects or 345 ape 


special financial Agency transactions. Used in preparing financial _ 
reports and statements. Filed alphabetically by type of analysis; ©. 
start a new file every year. (1953-1955) - fo 


financial..reports and annual | financial reports and stateme ments. 
Filed by fiscal year, by type of Be ae and pbhonolnetcelty 
thereunder. (Fiscal Years 1953-1956) 


National Security Council Records 


NSC Corres ndence File od w 
Correspondence Piles showing NSC policies and provsdures aoveenthe: 


budget administration, and reflecting policy decisions affecting — - 
expenditures for the NSC program. Filed by subject and chronolosisalig: 
thereunder; start a new file every 2 years. (Fiscal, penta lo 1296), 


sheets, narrative statements, and related echedules and data 
Piled by fiscal year. (Fiscal Years 1952-1956) oe 


"Work papers, cost statements, and rough data accumulated in pre- 


paration of annual budget estimates, inoluding duplicates of. 
papers included in file copies of budget estimates. Filed 


CONFIDENTIAL 


Approved For Release 2002/01/04 : CIA-RDP84-00161 R000100050014-0. 


la 


2m0 


39 


LOa 


STATSBEC 


\ 


| HS/HC- 152: | 


(ne emeeenenal 


Cee oh 


bowrisin HAL 
Approved For Releade 2002/01/04 : CIA-RDP84-001 R000100050014-0 
Fiscal Division 


Division Correspondence File 


cy and procedure correspondence file consisting of letters, an, 
memoranda, staff studies, and other files which document the : 
administration and operation of the Fiscal Division. 


Claims Branch Correspondence File 
Correspondence Pelative to policy and procedure of Claims Branch 


1946 to April 1955. | | a 


Individual Earnings and Service Carda 
Yndividual Sarnings Record or {ts equivalent. Form WD-43 (prior 


to January 1953). Individual Payroll Data Card, Form 34-44, and 
Individual Earnings Listing (subsequent to January 1953). 


Payroll Branch Correspondence File 
Correspondence files applicable to payroll preparation and pro- © ™,. &. 


cessing. 
a. Policy and procedure correspondence. 


Applications for Leave 
Kpplications for Leave-SF 71 or equivalent. - Wy CRG 


a. Applications for leave taken immediately prior to separation. 


” Reports on Appropriations and Apportionments it e 
Em of Tiacel yeer report. = a ats 


RIE AERTS Ey 


Reports on Allotment, Obligation and Expenditures : oe 
A of tiscal year report. eee 


Ra EP ton Pha 


Fiscal. Division Ste Gut” 
7 


Payroll Records | ie oe 4 
Yorelgn Fayrolls for BBE Personnel. WD 43, barning Record 
Cards are not waintained. File includes the following forms: 


SF = Payroll for Personal cose as 7 


Surmery. 


Freight and Passenger Transportation Records : ane 
eiainal Treigne aa passenger transportation records aaintetned for. 
General Accounting Office site audit. File includes the following ° a 4 fh 
forms or equivalent, shipping documents, comers?) bilis: Mie 


1eGing, and other related papers. 


1103 - U- 8. Gov't Bill of lading . : ; 
1108 - Certificate in Lieu of Lost U. 8. Gov't Bill of t tading 
Public Voucher for TESHA POLO STOR: Charges 
Transportation Request 

Voucher and Schedule of pavecnte : ne 
Public Voucher for Transportation of Passengers Oo EN 
a. TOG - June 1952 a 

be. Effective July 1952 


Original Contracts and Letters of Agreewent ee 
Original Contracts and Letters of fenton on Negotiated Con- ~ 


PERCHES PY RES FRRES be fCe bes = arin Rrooras soi otiets 
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SF 32, General Provisions 

S¥ 33, Invitation, Bid & Avard 

SF 40, Contract for Telephone Service 
BF 1036 Statement & Certificate of Award. 


Personal Service Contracts 

Personal Service Contracts. File consite of original Form 37-53, 
Personal Service Conract, or equivalent, in which terms and conditions , 
of employment for consultants or part-time ewployees are set forth. 

Used for audit purposes when waking paywents pursuant to contracts. 

File retained for General Accounting Office site audit. 


Budget Division - 


Division Correspondence File 
Correspondence Fries of Agency policy and procedures governing 


budget administration, and reflecting policy decisions affecting 
expenditures for Agency programs. 
5 


chveweé. ee gd ' 


Fiscal Year Ae 
e scal Year Budget including work papers, cost staterents, 4, &, 
justifications, charts, appropriation language sheets, narrative : 


statements, related echedules, and other data not reproduced. A 
Fiscal Year Budget consists of: 

a. Preliwinary estimates 

b. Office estimates 

ce. Agency estimates - Bureau of the Budget submission 

a. Congressional Budget 

e. Special items (not regular) 
f. Operating Budget 


Finance Division Monthly Report 
Finance Divielon Monthly Report. This report reflects the wonth's 


activity of unvouchered funds. Used as reference material. Record Ww. MH, 
copy maintained by Office of the Comptroller. 
a. last report for fiscal year. 
b. Copy of Fiscal Year report that supports Bureau of the Budget 
and Congressional Budget submissions. 
c. All others 


Report on Status of Appropriation Accounts g. 
Fite Sonsiste of a report on the Btatus of Appropriation Accounts. {MS 


Used to report status of the various appropriation accounts by ap- 
propriation title. Te Ea 


Vouchered Funds Report of Allotment Transactions 
Records constet oF Yoru No. 30-39, Analysis of Allotuent Yransections 2. & 
and Fors no. 34-40 Analysis of Obligations and Expenditures by Ob-  . 
ject Class, or equivalent forms. Report reflects the status of the... 
various allotments. ae se ae 
a. Last report for fiscal year. Sgn, ee A ee. 

db. Copy of fiscal year report that supports Bureau of the Budget y 

and Congressional Budget submissions. oe ve 


Allotment Ledgers, Unyouchered 


stings ch reflect status of allotments under auth. 4 priatt 
Record copy in Pin. Div. ‘ast report for F. Y. and copy su rting ii 
Bur. of Budget and Cong. subtissions. 


| GOMFIEEItE 
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gue Oo ject Eipendt ture Reporte 
efiects distribution of payments by sub-objects for entire period 


of appropriation. Used as reference material 

a. Last: report for fiscal year. ; 

bv. Copy of fiscal year report that supports Bureau of the Budget 
and Congressional Budget submisaions. 


Le Graphs 


h 


c& 


ave 
Graphs reflect. by area,.the trent. of number of vouchered employees ~ 4 


on duty cowpared with number of hours annual leave, overtime, and 
holiday time. 


Military Personnel File of Reimbursable Salaries a 
Records constat oF monthly reports frow Divisions reflecting the ‘'% 


name, rank, estimated obligation and allotment chargeable, by 
services, e.g. (Army, Navy, Air Force, or U.8.M.C.). Report 
ie used to verify the amounts of reimbursement and used as a 
basis for future planning. 


Annual Motor Vehicle Report ' s 
Records consist of Btanterd Foru No. 82, Annual Motor Vehicle ~ 


Report; Standard Form 82a, Annual Motor Vehicle Report, Tab- 
ulation by States; and applicable correspondence. Records 
reflect cost, expense, and statistical data on vehicles by 


type. 


’ Finance Division - 


a. Correspondence file consisting of memoranda, studies, and 


other documents reflecting evidence of the Branch's policies 
and procedures. 


b. Correspondence file not otherwise described in Item l-a. 


6 


Generel focounts Ledgers . oS 
neral Accounts gers, showing debit and credit entries, and ™*” 


reflecting expenditures in summary. 
Allotment Records 


a. Allotment Ledgere showing status of obligations and allot- 
ments under each authorized appropriation. Reflects 


obligations, _.... ere eee 


SL “Allotment Advices. “Records consist of Advice of Allotment 


we 
Sa oe iT 


| HS/HC- 15 | 


authorizations issued by the Budget Division for the. purpose 


re Wes 
expenditures by allotments and object class and unliquidated . 


nr oe ad 


of waking allocated funds available for obligation. Used ae 


as a control in allotting appropriated funds. : 


Posting and Control Records . en ee ad 
co used as posting and control wedia subsidiary to the = 


MA “ 


general ani allotment ledgers. : a 

b. Voucher Register of daily transactions showing voucher 
number, amount applicable, genarel ledger account and 
description. ==" | 


‘€. Cash Journals showing daily registers of transactions of 


Agent Cashiers. IBM listings. 
f. Appropriation Adjustwente. Records include adjustment 
vouchers and periodic reports on status of appropriation 


accounts showing edjustwents between fiscal year appropriations. 


- COWPIEENTIAL , 
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q 
4. Reconciliations of Liability Accounts. Work papere used to support 
general ledger entires. : 


j- Individual Advance Account Listings. Trial Balance, detailed 
listing of indivtdual advance accounts as of end of month. 
Listing reflects status of each account. 


wo. Amounts due from Agency Personnel, 150 Account representing 
receivables due from agency personnel such as earned salary 
petd prior to regular pay day and overpayments. 


Communications Cost Reports ‘. ee 


File consists of original report from Communications Office and 
is ueed for reconciling reimbursement for communication services, 


Field Station Case Files a 
Files reflect cumulative financial history of station activities “~ 
through copies of accounting reconciliations and copies of “applicable 
correspondence. Used for reference ‘purposes. 


Original Posting Vouchers eed a 
gina osting Voucher, comprising posting entrtes, certification Y° 


of certifying officer, original accountings, receipts, and all 
supporting data applicable to the financial accounting. See 
Registry Schedule. Item No. 89. 


‘ 
cay one mete Wee Le ae ee eee ome See 


status of advance of funds. Used in analyzing advances. hoc 


querterty Statewents of Advance Accounts : ” 
e ments reflecting zero nee. sweat mw tad " - 
Deceased Individual Advance Accounte 


cease ndividua vance Accounts showing debit and credit 
entries of account. — (ola 326 Accounts 1/1/52 - 12/31/52). 


Hand Posted Books - Obsolete File. 2 : 
a. xpense gers, reflecting expenditures by allotments : ae 

and by object class. Postings to expense ledgers made in ae 

chronological order. ay 

b. Contractual Obligation Ledgers, showing total obligated : 
for each contract and balance due contractor. 

¢. Advance Ledgers reflecting debit and credit eutctes to 
individual accounts. 19h7- 1950... : 


Proprietary Accounts Branch Correspondence File 
orrespondence es, Brane 

a. Correspondence files reflecting policies and procedures. 

applicable to the Proprietary Accounts Branch. 


De Correspondence’ files not otherwise” descrited in aa. 


of sony of project’ a 


m 
SSE RR 


witted by cover c ed edad correspondence copies of aunts” res: 
Office and Coumeredel uditors, copies of: 
adjustment vouchers, bank statements, and other applicable fate. 


2g 


31 


34 


36 


39a 


4O 


41 


42 


43 


Gun? 
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Project Card Files wi 
Olect Gard File maintained for the purpose of recording the ; 
receipt and control of documents. They include Declarations of Trusts, — 


Stock Certificates, and other similar documenta . 


; it £ 


oes q 


Protective Document Card File 
Protective Document Card Fille maintained for the purpose of recording |” 


the receipt and control of documenta. They include Declarations of 


_ Trusts, Stock Certificates, and other similar documents. 


Project Control Book 
eco reriect a brief historical outline of each project. Used for ws & 
reference purposes. ; 


Accounting Lo 
Kecounting log maintained for the purpose of recording receipt of ey 
project accountings (this file discontinued as of 1 February 1954. ms 


Bee Item No. 29).(Obsolete File.) 


Protective Document Log maintained for the purpose of recording a 
the receipt in chronological order and control of documents. 

ss file discontinued as of 1 January 1954. See Item No. 30) 

Obeolete File). 


Audit Re ort Records . 
Audit Report Records consisting of auditors' working papers, ut 


records pertaining to clearance of deficiencies revealed as a 
result of audit, and copies of the formal audit report. (July 
1951 - September 1952). Audit Reports are now prepared by 
Audit Office. (Obsolete File.) 


Payroll Branch Correspondence File 
Correspondence Plies maintained by operating units responsible for 
peyrohl] preparation and processing relating to administration and 


operation of the units. 
a. Correspondence relative to policy and procedure. 


Euployee's Norwal Pay Record 

oyees Norma y Record (Form No. 33-24 or its equivalent.) 
a. Cards on transferred ani separated ewployees, and papers 
recommended by item 43 as attachments. 
be Cards on active euployees. 


ime and Attendance Reports | eer er fh 
: Wine and Attendance Reports, Standard Form 1130. + a 


; we 
b. Confidential Funds Departmental Time and Attendance Report, 
‘Daty Status Reports, all others. oo 


Euployee 's Case Files, Beedquarters | SAS Hoe, cee 
cords consist oF payro orus, correspondence, and other art 
financial data applicable to employees paid from unvouchered furds. 
Applications for Leave and Supporting Papers ee ae a. 
a. Applications for leave n a prior to separations 


bd. All others. 


HS/HC- 153 nagph | | 7 
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by Leave Record Cards 
Teave record cards, waintained independently of pey and earning 
records. Standard Form 1137. 
a, Final cards showing accumulated leave on separation. 


b. All other cards. > bg | 
45 _ Record of Leave Data Transferred - ee ee 
Records of leave data transferred. Standard Forw 1150. 
46 Notification of Personnel Action . 5 


Notification of Personnel Action, exclusive of those in. spar ler ete 
Personnel Folders, Standard Form 50, prenier’ Fora 52, Standard — 
Form 1126. 

a. Pay copy. 


47 Payroll Change Notices 
Payroll Change Notices, Form 33-29A 


a. Pay copy. 


48 Individual Authorizations 
ual authorization and record of papel: allotments and es 
deductions Foreign Duty Data Sheet, Form 33-2; Personnel Trans- oe 
fer ani Clearance Sheet, Forw 33-29; Residence and Dope mercy : 
TREES Form 33-48. All others. ; 


4g > Claims for Allowances and Te Lodgi . 
Application for Allowances, oe scIe. Cisin for temporary 


Lodgings, Form 33-46. 


50 ; WithHolding Tax Exemption Certificates — 
Witholding tax ee certiticates, such as Internal pexerae 


Forn W-4. . 
52 Reports of Withheld Federal Taxes a ee 3 
Reports or Withheld Federal Taxes and related papers. a 
53 Designation of Beneficia ae 
Unsaid coupendation or aa civilian ewployee, 8. F. 1152 


Payroll Control Registers ce iy Eee 
Payroll Control Registers. can suseertted Be ages 
56 IBM Check List fe : 


e (YON Check List reflecting employee punter, ‘yaytoll. punt 
et check, number and amount. pee . “é 


58 IBM Journal — 


a 


Peles 


he , GMA ay 
- € UC PAE HAL 
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59 a,b Posting Journal | 
Natntatned by Reviewers. ; Win 


a. IBM Ledger Individual Earningg, cumulative record of pey and 
deductions for 1 year period. 


b. IBM Ledger Individual Earnings, cumulative record of pay and 


deductions for one year period. ‘Prepared 1 name to 1 sheet. MM. 
70 Contract eements, Military Personnel 
Contract jeccenents with wiTitery Personnel. 
71 25X1 
RQ. 
73 


Employee Case Files, Field Sr an 
Rovorte consist of payroll and travel forms, correspondence, 

and other financial data applicable to employees tour of duty 
-at Field Station. 


79 Employee Case Files,: Travel ; 
Employee Case File relating to official travel of officers, hw, Os 


ewployees, dependents, or others authorized to travel. File : 

includes copies of travel orders, vouchers, requests for ad- ‘ 
vances, difference statements, statewent of account, record 

of transportation furnished, cash receipts, correspondence, 

and travel expense record card. 


80 Special Consultant Case File a 
: Bpecial Consultant Case File relating to official travel of 


consultants. File includes copies of travel orders, vouchers, We 
personal services contract, correspondence, and travel expense 
record card. 


83 Miscellaneous Travel Records 
” Miscellaneous Records relating to officers, ewployees, dependents, . 
or other authorized to travel. 


87 a,b,c, Registry Correspondence File . 
&. Registry Correspondence Subject File Corresponience files of 


Agency policy and procedures governing voucher preparation, ataff. 

studies, administrative audit, and other accouting and disburéing |: 

operations. i See 
. gees. We [ae 


be Correspondence aubject files not otherwise described in Item 


c. Field Station Correspondence Pile containing official record. 
copy of outgoing correspondence and incoming correspondence... . 


— | CONFIDENT AL ree 
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_ for advances, accoutings for advances. 


Agent Cashier Bank Acc mt Files a ‘ 
Teeat Cashier Bank Ac SME CRBS Files inoiusing eonthiy: ‘bank 4 


_ Statements, records of deposita, reconciliation statevents 


~ Cancelled Check File 
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Cable File, incoming and out gore e 
adles, incoming and outgoing ed separately in same folder. Aaa 
Original Posting Vouchers 

Original Posting Vouchers, comprising posting entries, certifica- 4, & 


tion of certifying officer, original accountings, receipts, and 
all supporting data applicable to the financial accounting. 


Station and peotecy Accountings , 
on aD ojec ccountings including station or project 


vouchers, receipts, and other supporting data applicable to the 
financial accounting. (Accountings too large in volume to attach : 
to posting voucher). See Item 89. 


Name Card File 
Name card file of indigenous personnel hired on a temporary basis. Os F 
Record of convenience file only. (Incomplete file). 


Cash Journals ee 
Vaeh Journals and Finance Ledgers prepared by Field Stations. Oe 8%, 


Reference Material, Regulations etc. ‘ 


eTerence rial consisting ot a Agency Regulations, Notices, 
Directives, Aduinistrative Orders and other re ference material 
published by the Agency. ; 


Outgoing Correspondence File, na a 

orrespondence e (ou ng cewber re December. 1951)” : 
loyee Case File, Advances : , a | ie 

See Case File Including correspondence re financial trane-.. 7,4 


actions such as authorizations, copies of vouchers » requests 


Agent Cashier Case Files 

Kesnt Cashier Case Files including copies of 8. r. 1655 : statenent’ 
of Account of Punts Entrusted to Agent Cashiers; 8. F. 1034, 
Voucher for Services Other Than Personal; Fors B 33-43, Application 


for Advance of Funds. 


Cancelled Checks representing paid Mebeinte ‘tor paywent ‘of, ea ry, 
as and operational ma iat , Sea ga a mer vices Sage 
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Machine Records Division 
66 Subject Files 
ese $6 accumulate in the general administration of the division 
and are used for administrative and planning purposes. 
a. File consists of cables and memoranda relative to etudiles.and 


aurveys. pertaining to installation and utilizatim of IBM equipment 
and personnel. Rae Sen hare, 


CoC FIDENTIAL 


: HS/HC- 15> 


oe "Approved For Relagge Pe i P84-00161R00@#00050014-0 


Office of the Comptroller 
25X1A as of 14 Nov. 1956) 
Office of Comptroller Records Inventory Schedule 31-57 


9s. Weekly Activity and Production Reports," July 1954-Dec. 1955. 
1 ft. “Reports submitted by each Division and Staff. Used for personnel 
and management purposes. Filed by type of report and chrono. Destroy 
after 5 years. 


17. "Summary Table of Organization Analyses Ledger," FY 51-56, .1 ft. 
H=ndposted summary of T/O changes by fiscal year and organization 
component. Destroyed when no longer used. 


26, "Regulation Case Files," 1953-1956. 5 ft. Proposed regulations, 


and correspondence pertaining to comments and concurrences. Destroy 6 
months to 2 years after issuance of regulation. 


_27..."Procedube Case Files," 1953-19496. 1.5 ft. Temporary as in 
No. 26, above. 
Budget Division Schedule 31.05.57 


3. “Budget Analyst Working Papers," Analyst to place notes of 
permanent value in official file. 


4, "Tables of Organization," IBM listings of personnel data by 
allotment structure. Dispose after 10 years, 


